








OFFICERS LOS ANGELES CHAFTER, LOS ANGORES, CALIFORNIA 
Los Angeles, our hostess chapter for the 1948 National Convention, proudly presents 
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WHAT TS A PRIVATE SECRETARY, 


By Howard M. Doutt, Author 


A private secretary in the strict sense of the term is a 
person who assists another in connection with his corre- 
spondence and other personal, business, or profes-ional af- 
fairs, but with the employer retaining responsibility. Not 
all so-called private secretaries conform to this definition, 
and in order to place them accurately it is necessary to 
consider several levels of work which relate to the secre- 
tarial position. 

When a stenographer who is employed by a single in- 
dividual adds to the handling of his or her confidential 
correspondence other duties not stenographic in character, 
and not merely routine clerical tasks, the stenographer has 
become a private secretary. The chief characteristic of the 
secretary is the confidential relationship, expressed pri- 
marily though taking personal and confidential dicta- 
tion; however, this is not an absolute criterion. Ordinarily 
a good secretary must combine the qualities and capacities 
of a stenographer plus a receptionist plus an information 
bureau plus a filing.clerk plus a diplomat plus a confi- 
dential adviser plus a doormat plus anything else needed. 

It is probably not exaggerating to say that no two secre- 
tarial positions are exactly alike. The actual position in 
each case is determined by five chief factors: 

1. The nature of the business or profession 

2. The position or status of the employer 

3. The size of the company (if a business or an or- 

ganized profession ) 

4. The tendency of willingness of the employer to 

delegate work and responsibility 

§. The ability of the secretary to assume responsibility. 

Perhaps an even more important fact is that the very 
nature of the work varies according to the nature of the 
business. In some offices the position of private secretary 
centers to a great extent around the correspondence; in 
others, most of the business is local and is handled by 
telephone. In the latter case, ability to deal with people 
either in person or by telephone is the prime requisite. In 
some offices the keeping of confidential records may be 
the most important part of the work. In fact the type of 
business affects the entire atmosphere of the secretarial 
position to such an extent that, for example, the secretary 
to an executive might appear superficially to have little in 
common with the secretary to a superintendent of con- 
struction in a field engineering office. The latter, in 
many cases should even be prepared to administer first 
aid and to think quickly in all sorts of emergencies. The 
differences between these two positions are so marked that 
a person who could be quite contented in one might be 
extremely unhappy in the other. 

What are the duties performed by secretaries, in their 
order of importance? 

Following are the fifteen ranking highest, arranged in 
descending order of importance, according to Charters’ in- 
vestigation: Typing letters, answer telephone, dictation 
of letters, transcription of letters, use of telephone—local, 
address envelopes, packages, etc., insert letters in envelopes, 
fold letters, order supplies of various kinds in office, place 
telephone memorandum where employer will see it, write 
letters not dictated (compose letters), send telegrams, seal 
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mail, sign mail (dictator’s mail), clean and oil typewriter. 
This list continues to the total number of 871 duties. 

Following are the fifteen highest ranking duties ar- 
ranged in descending order of importance, according to 
the secretaries who filled out the questionnaire in this in- 
vestigation: Take dictation, transcribe notes, handle call- 
ers, write original letters, answer letters, read and sort mail, 
read and release letters, note information on letters, make 
appointments, organize filing systems, organize office rou- 
tine, keep personal accounts, consult reference books, sift 
and organize facts, write up minutes of meetings. This 
continues to thirty-five duties. 

What are your duties in comparison to above list? 


POLIO RESEARCH NEEDS YOUR SUPPORT 


The 1948 MARCH OF DIMES marks the tenth anni- 
versary of the National Foundation for Infantile Paralysis. 
It was founded in 1938 by the late president, Franklin D. 
Roosevelt, to “lead, direct and unify the fight” against 
poliomyelitis. 

The 1947 infantile paralysis epidemic marked the fifth 
consecutive year of unusually high incidence of the disease 
in the United States. While the total was less than half 
that recorded in 1946, the total for the year nevertheless 
approximated 10,000 cases, a figure well above the normal 
annual average. Only eight times in the history of the 
disease in this country has the total number of cases gone 
above 10,000 for any one year. 

Epidemics seem to follow a four-to-six-year cycle but 
there is still no way to predict them accurately. How- 
ever, community preparedness is the very best insurance, 
and one of the ways of preparation is to furnish the local 
chapter of the National Foundation with adequate funds 
to strike back at the “crippler”. 

In the fiscal year ended May 31, 1947, the National 
Foundation for Infantile Paralysis and its 2,735 local 
chapters throughout the nation expended a total of $15,- 
000,000 for medical care alone. National Headquarters 
was called upon for $6,200,521 to aid chapters whose 
funds were exhausted in caring for persons stricken during 
epidemics of that period. The chapters themselves had 
already drained approximately $9,000,000.00 from their 
own treasuries in fighting the disease. 

Polio outbreaks occur annually usually in late June 
through September although sporadic cases may appear 
throughout the year. Peak incidence generally appears in 
mid-September in the North, with outbreaks climaxing 
somewhat earlier in the South. 

To carry on its war against the disease, the National 
Foundation in the last decade has authorized more than 
$13,000,000.00 for research and education. The educa- 
tional program includes the training of scientific personnel 
and technicians whose skills are required in the fight against 
the disease. Altogether more than 1,300 scholarships and 
fellowships in public health fields in the last ten years have 
been awarded. 





(Continued on page 13) 
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“HORSE SENSE” 


by Your Guest Editor MARIE L. COLES 
Pine Bluff Chapter, Pine Bluff, Arkansas 


The day is now here when employers no longer have to 
take any kind of secretarial help they can get. Jobs a:e 
not as plentiful as they were during the war, that’s true, 
but always keep this in mind—a GOOD secretary is always 
in demand. Never has there been a time when Fortune 
smiled more graciously and beckoned more alluringly to 
the efficient secretary. 

Pride in accomplishment is a source of great satisfac- 
tion and we want to set forth a few of the qualities that 
are so easily cultivated and which will give us the chance 
to grow in stature to the full limit of our heritage and 
capacity. These qualities are all little things we already 
know, but often fail to put into practice. After all, office 
routine is an important contiibution to the whole task and 
necessary to efficient management. 


First of all, develop the habit of giving fully and will- 
ingly of your time to the office—the job your employer 
is paying you for. We have all seen the person who is 
willing to let things slide and let “Jane” do it. 


Be prompt at opening of business, and not so prompt 
at closing time. If there are ten girls in your office, and 
each girl is ten minutes late in settling down mornings, 
spends fifteen minutes primping during working hours, 
runs ten minutes overtime at noon, and puts in a couple 
of five-minute phone calls, those girls have wasted nearly 
200 hours in the course of a month. If their salaries aver- 
age $1.00 an hour, that means the boss could afford to 
pay each girl $20.00 more a month if they were working 
full time. 


Another thing which will “pay off” in more ways than 
one is courtesy and cheerfulness. In your psychological re- 
lations with other people you get what you give. If they 
feel that you like them— if they feel secure and self-confi- 
dent in your presence—they will like you and, in turn, 
contribute unconsciously to your own confidence. You 
can be friendly without being familiar, and courteous with- 
out being confiding. 

Give compliments when they are due. When someone 
deserves congratulations, see that the person receives yours. 
You know we all like to be commended. Do favors for 
other people when you can. These may range from lending 
someone a pencil to going on an errand during your lunch 
hour. Doing favors is part of the givc-and-take of getting 
along with the rest of the world. 

Loyalty to your “boss”: and firm is another “must.” 
Keep your promises and secrets. It is easy enough to see 
that if you do these things, you contribute to your friends’ 
feeling of security—they know they can t:ust you. 

Are you able to take criticism? If you are reprimanded 
by your superiors, you must be able to accept the criticism 
and act upon it intelligently. 

Plan ahead for advancement and know how to act when 
it comes. You must KEEP YOUR HEAD—a little author- 
ity has been known to ruin lots of people. Avoid arrogance. 
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WHEN THE REPLY MUST SAY “"NO” 

When you receive a letter, what happens? 

Your first burning question is, “Who sent it?” The 
envelope usually tells you. 

Then you wonder, “Is the news pleasant?” 

Quickly your eye seeks the opening of the letter! And 
what does it often find? Something like this, “Replying 
to your letter of August 29, in which you have inquired 
about repairs to your coat, we wish to state, etc.” 

There you have a bromide of the first order. It puts 
the mind to sleep the minute the eye passes over it. What 
a waste, considering that, like the headline in a news- 
paper, the opening of the letter is the most emphatic spot. 

You will recall that Woodrow Wilson won the Presi- 
dency of the United States through his message to Mr. 
Bryan which started, “You are quite right.” 


REASSURANCE FIRST 

Suppose Mr. Wilson had not wished to agree with Mr. 
Bryan. Would his opening have been a “‘star,” bright and 
pleasing, if he had said, “I do not agree with your views?” 

There are times, when, instead of giving the big news 
in the opening, we do better to lead into it. 

When our answer is to be “no,” we make a more pleas- 
ing impression by using the strong opening space to re- 
assure the reader, commend him for his promptness in re- 
porting some difficulty; explain some action taken in his 
behalf, or any point of information that is likely to be 
pleasing. From then on, we outline the circumstances 
which led to our decision so that his mind can have all 
of the facts before the refusal. 

Wartime conditions have presented unusual problems to 
letter writers. Instead of trying hard to invite new busi- 
ness, many firms have to decline it. The leading-in method 
serves admirably in a case of this kind, where you do not 
want to start a letter, “We cannot accept your business.” 
Here is a letter to a very large and important prospective 
customer which handles such a situation pleasingly: 


SAYING ‘“’‘NO” INVITINGLY 

“Thank you for your order No. 7,088 of August 10 for 
various items of merchandise. 

We sincerely appreciate this opportunity to serve you, 
and should like nothing better than to get this o:der 
off to you very promptly. We are handicapped by not 
having several items in stock and by our inability to get 
them. 

Further, in view of the present difficulty in obtaining 
new stocks, we have found it necessary to arrange quotas 
for-our long-time customers. These quotas are filled for 
some months ahead, and we hesitate to suggest delaying 
your order until present orders are even partialiy filled. 
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by ALINE E. HOWER 


LETTER COUNSELOR ST. LOUIS, MISSOURI 


May we have a rain check when the present situation 
has become more normal? We should like very much to 
have your business.” 

That letter makes the reader feel welcome. How we 
all enjoy going where we are wanted! The day is almost 
sure to come when the firm will be able to handle and 
want the prospective customer’s business very much. 

When you use star openings for your letters, what 
happens to “replying to your letter,” “we acknowledge 
receipt of your letter,” “referring to your inquiry” and the 
like? They disappear! There is nothing bright, sparkling, 
pleasing, or even to the point about such openings. 

Discarding them does not mean discarding necessary 
reference data, the date of a preceding letter, the subject, 
an order number, or other details. Could Woodrow Wil- 
son have used a star opening to William Jennings Bryan 
and also have included the date of Mr. Bryan’s inquiry? 
Yes. His opening, then would have been worded some- 
thing like this: ‘You are quite right in your message of 
June 7.” 

WEAVE IT IN 

Using a star opening, the letter weaves in the date of 
other reference incidentally, ‘““The situation mentioned in 
your letter of August 15 is being carefully watched.” 

May a letter start with a question? Yes, when this is 
logical. A question is thought provoking. Avoid a lack 
of tact, “Why haven’t you answered my letter of August 
18?” But don’t hesitate to say, “May I now please have 
an answer to, etc?” 

As your letter unfolds before the reader’s eye, remember, 
he looks first at the opening. Here is your big oppor- 
tunity. Get off on the right foot! Open with your star! 


MESSAGE FROM OUR PAST NATIONAL PRESIDENT 


Recently I had the privilege of spending several hours 
in our National Headqua: ters’ offices, and I wish to share 
with all of you my feeling of pride in the progress the 
National Secretaries Association has made. Those things 
which we visioned are materializing rapidly, and a solid 
structure has been erected upon the foundation which we 
laid. Everyone of you should have a keen sense of personal 
achievement, because all have contributed to the develop- 
ment of the Association. 

Our business affairs are being conducted in a dignified 
and orderly fashion, and we have the respect and good will 
of all of our business associates. We also are receiving, both 
locally and nationally, the recognition that is due us as an 
established business women’s organization. Our National 
Officers are diligent in their endeavor to perfect the As- 
sociation in every respect. 

Thus in a few short years we have accomplished much; 
the years ahead are full of promise for us all. 

Irene Nelsen 





The Secretary 
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HEADQUARTERS 


by MILDRED MAEHL, Los Angeles, Calif. 


Since we wrote you last month the wheels have begun 
to roll to make the 1948 National Convention one you 
will long remember. Committees have been formed, chair- 
men named, and plans are functioning to make your stay 
a pleasant one. 

In “The Secretary”, October issue, you tell us that 
“several hundred secretaries — smart, beautiful, stylish 
professional business women of the business world — will 
descend on our great city for their third annual conven- 
tion.” And you go on to say, “How about fixing up a 
date for us with some of our Hollywood favorites?” That 
started us thinking, and in the Los Angeles chapter, to 
think is to act! So, as the radio announcers say, 


HERE IS THE ANNOUNCEMENT YOU HAVE 
BEEN WAITING FOR! 


“Miss Secretary of 1948” will be chosen at a beauty 
contest for NSA members to be staged in conjunction 
with the convention. You supply the “beautiful, stylish 
professional women” and we will supply the Hollywood 
favorites. Two of them will be judges of the contest. 
While we can’t guarantee Clark Gable, Van Johnson or 
Alan Ladd, as you specified, an RKO studio executive 
gave us the “go ahead.” The names of the two RKO 





“CASTLE IN THE SAND” 


By Jan Valtin 
Beechhurst Press p.p. $3.00 


This is a story of Daniel and Katina Braun. It is 
hopeful, violent, and sometimes bitter . . . a story with a 
message for all of us. 

Daniel was a Captain on a German ship when the intoler- 
ance in Germany against the Jews started in 1938. Because 
he helped a Jewish boy whose family had been tortured to 
death, he was taken prisoner along with his wife, Hermine. 
Daniel finally escapes and goes to France, but Hermine 
is murdered, and with her death, Daniel feels that hope 
and happiness dies for him. 

He makes his way to Ghent and there in Skipper’s Lane, 
where thievery, murder and prostitution flourish, he is 
picked up by Katina, a Flemish girl of eighteen, an inmate 
of a brothel, Revel’s Inn, owned by her foster uncle, Old 
Vitalish. Katina nurses Daniel back to health in spite 
of the brutality of Old Vitalish. Biribi, a boarder of the 
Inn, is a scavenger who robs refugees with the promise 
of getting them to America, and a dealer in opium. Biribi 
wants Katina and is determined to have her. 
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movie actors will be given in our next issue. Who knows, 
YOU might be the lucky one to sit next to them at our 
banquet. 

There is to be only one contestant from each chapter, 
so start oiling up your Kurlashes, girls, and get out the 
mud packs. One of our candidates has already gone on a 
diet. Hold your beauty contest in your own chapter, or 
select by whatever method you choose, the flower of your 
chapter, and send her name to this reporter: Mildred 
Maehl, P.O. Box 26, Lynwood, California. 

“The Winnah” will be selected at the closing banquet, 
Saturday evening at the Biltmore Hotel, June 26. Either 
street costume or afternoon dress may be worn — no 
bathing suits. There are no restrictions as to age, and 
the contestants may be either married or single. Whether 
“Miss” or “Mrs.” in private life, the victorious NSAyer 
will be “MISS SECRETARY OF 1948.” 


Irene Fickes, Altoona, Pennsylvania 


The Germans come seeking Daniel, and in a fight at 
the Inn, Old Vitalish is murdered and Katina and Daniel 
escape to America. To America, the land of hope, where 
two people might in time learn to forget the horrors of 
death, and find peace. They assume new identities and 
become two people with no past . . . only a future, They 
carried a dream with them to America .. . the dream of 
freedom, the right to own land, have children, security, 
a future . . . the dream that is the true heritage of all 
mankind. Their dream carried them through days of 
heart-breaking work in New York’s slums, to the southern 
part of our country, where they had a child and began 
building a home. The past could not be forgotten, how- 
ever, for it reached out, halfway around the world to the 
little hut they called home. It blighted their hopes and 
filled their days with dread . . . this past that held only 
horror and misery, for Biribi too had come to America 
and turned Daniel over to the Immigration Authorities. 
Daniel is taken to New York to be deported to Germany, 
and that meant torture and death. 

In trying to escape the authorities, Daniel is shot, and 
as his body floated out of the New York Harbor, it passes 


(Continued on page 15) 
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1. Members of Cincinnati chapters plan Regional meet- 
ing. (Seated, left to right) Margaret Ward; Elizabeth 
Wolfe; Helen Sellers; (standing, left to right) Mary Scholl; 
=— Klaiber; Rosalyn Shapiro; Linda Ellis; Marian 
aly. 


2. Presidential Chapter, Washington, D. C., installs new 
officers: (left to right) Louise Helfrich, treasurer; Lor- 
raine Boone, vice president; Mrs. Lelia Knudsen, president; 
Cleo Karydakis, recording secretary; Mrs. Eleanor Shamel, 
corresponding secretary. 


3. Installation of new officers, Mason City, lowa. 


4. Group picture of NSA members attending Regional 
meeting at Colorado Springs, Colorado. 


5. Group picture of NSA members attending Regional 
meeting at Oklahoma City, Oklahoma. 


sylvania: (left to right) Janet Escott, corresponding se 
retary; Ruth K. Frantz, vice president; Catherine Baltasser; 
president; Kathryn Vindemore, treasurer; Jennie Barton, 
recording secretary. 


6. New officers of Conestoga chapter, Lancaster, ® 
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A HAPPY NEW YEAR TO ALL — A 
NEW BEGINNING FOR NSA 

Let not the holiday message of PEACE ON EARTH, 
GOOD WILL TOWARD MEN, die — start the new 
page of the New Year with greater peace and confidence 
because of your holiday experience. Each of us has a 
responsibility to contribute to the peace of the World. We 
may not think our thought is important — but even one 
peaceful person radiates good will in his own individual 
world. Multiply that by the number of individuals in your 
chapter and think what the sum total of that radiation 
would mean in all NSA chapters throughout these United 
States. 

We think of a new year as a new beginning — in fact 
every day is a new beginning. God is ever making all 
things new if we can only turn from the old and turn 
unto the new that awaits us. Hope and faith must be 
our beacon lights, for they light the way for every new 
beginning. 

There is something refreshing about new beginnings. The 
hope in each NSA’ers heart to make this New Year a better 
year for NSA than the one just passed, is like taking a 


rung higher in a ladder — we are getting nearer our goal 
of achievement. 
Peace is a power — whether expressed among things, 


individuals, nations or stars. Fear, worry, resentment, envy, 
dislike or misunderstanding causes the confusion, struggle 
and regrets of life and builds a dam around us so that we 
cannot express peace. But as one writer puts it — LOOK 
TO THE STARS TO GAIN PEACE. That strengthens 
our faith too and today it is so necessary to have faith 
that right makes might, and that right always triumphs 
in the end. 

So no matter how much confusion is expressed about 
us today, no matter if we do have growing pains, no mat- 
ter if we do have setbacks, let us never lose confidence — 
it is the tie that binds us to sure success and it holds 
friends to us. We work and accomplish more when we 
have confidence in the future. We know we must do our 
share to make this one world a better world in which to 
live. This applies to our NSA world too. 

Therefore let peace and confidence begin with us both 
as individuals and as NSA’ers and turn from wishing to 
practical application by making it our business to be toler- 
ant in ourselves by overcoming hate and greed and ugly 
thoughts if they rise up in us. 

New years and new beginnings inspire us to go on — 
never to lose faith, but to expect final triumph. 

by Irene Gadelman 
National President 





SOUTHEASTERN DISTRICT 
by Constance Kidd 

Southeastern Vice-President 

The first Regional meeting of the Southeastern District 
was held in Washington, D. C., November 21-23, 1947. 

Upon roll call, it was ascertained that ten chapters were 
represented: Asheville, North Carolina; Baltimore, Mary- 
land; Charleston, West Virginia; Charlotte, North Caro- 
line; Huntington,: West Virginia; Lexington, Kentucky; 
Raleigh, North Carolina; Washington, D. C.; Wheeling, 
West Virginia and Winston-Salem, North Carolina; with 
a total of fifty-one members being registered and in at- 
tendance. 
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REGIONAL MEETINGS 


A brief outline of the history of our NSA was given 
by your Southeastern Vice-President, who presided at the 
meeting. 

Reports of the various activities of the chapters were 
given by the delegates and a general discussion held. 
Recommendations on various subjects were made in the 
fo:m of resolutions submitted by the Resolutions com- 
mittee which will be forwarded to the Board of Directors 
at an early date. 

Discussions were also had concerning the magazine, Code 
of Ethics, Collect and Creed. 

Miss Louise Helfrich, of the Presidential Chapter, gave 
a report of her study of the Certification of Secretaries 
and what it means to all of us in the secretarial and pro- 
fessional world. She gave all of us good food for thought, 
and urged that the chapters in the Southeastern District 
assimilate their ideas and submit their suggestions to Na- 
tional Headquarters that will be of definite help in the 
progress of our National educational program. There was 
a great deal of enthusiasm displayed at the prospect of hav- 
ing a correlated program which will enable secretaries to 
become proud holders of the CPS insignia. 

This, our. first Regional meeting, was deemed a huge 
success! Every member in attendance fully realizes the 
importance of NSA and its three-fold program. 

On behalf of the members of the Southeastern District 
and myself, I extend our heartiest thanks to the members 
of the Presidential Chapter, our host, for their untiring 
efforts in making this meeting possible. All of the en- 
tertainment provided was thoroughly enjoyed. Our 
thanks to Shell Oil Company of Washington, D. C., for the 
lovely party at the Carleton Hotel and the very interesting 
movie, “Prospecting for Petroleum.” Our thanks, also, to 
Mr. Fred W. Pimper, Hyattsville Building Association, for 
the very enjoyable moving picture, “Scenes, Seasons and 
Activities of Washington, D.C.” And a special thanks to 
all who contributed their time, souvenirs and decorations. 





NORTHEASTERN DISTRICT 
by Margaret O. Dewyr, 
Northeastern Vice-President 


The Northeastern District was privileged during the 
months of September, October and November, 1947, to 
hold four Regional meetings. As these were the first 
Regional meetings ever held in the Northeastern District, 
they were attended with great interest by the N. S. A. 
members. It was at these Regional meetings that the 
members of the Chapters in each particular Region of the 
Northeastern District became acquainted and became most 
enthusiastic about our N. S. A. The Regional meetings 
were not limited to the Chapters in each particular Region, 
but every member of every chapter was invited to attend. 
In some cases members attended more than one Regional 
meeting, and if circumstances would have permitted would 
have attended all four Regional meetings. 

At the Regional meetings we found we all had the same 
basic problems, due to a lack of a thorough working 
knowledge of the basic principles of N. S. A. Every mem- 
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This group consists not only of words which are really 
foreign to the English language, but also of many which 


have been taken over, or Anglicized. Some of these 
words retain their original pronunciation and accent; 
others have been made to conform in their pronunciation 
to English usage. 
The following letters have been used to indicate the 
language from which the word is taken: L. Latin; Gr. 
Greek; G. German; F. French; A. Arabic; C.A. Central 
America; J. Japanese; S. Spanish; D. Dutch; I. Italian; M. 
Malay; N. North American Indian; $. A. South American 
Indian; W. I. West Indies; Pg. Portuguese. 
It should be noted that most of the foreign words in 
more or less common use come from the Latin and the 
French. Only those words and phrases which are trouble- 
some or perplexing in use, spelling, accent, or pronuncia- 
tion, have been included in this group. 
adieu—a-dieu (a-dew’). F. Goodby. To God—I com- 
mend you to God’s care. 
adios—a-dios’ (ad-yos’). S. Good-by. To God—I com- 
mend you to God’s care. 

alacarte. F. By the card; according to the menu, or bill 
of fare. 

alamode. F. In accordance with the method in use. 

alter ego—al’-ter e’-go. L. Another self. 

ballet-—bal’-let (bal’lay, sometimes ba’-let). F. A kind 
of dance. 

barbecue—bar’-be-cue. N. To roast any animal whole 
for food. 

blasé—bla-sé’ (blah-zay’). F. Worn out by dissipation. 

bolero—bo-le’ro. S$. A short outer waist or garment. 

boudoir—bou’-doir (boo’-dwar). F. A lady’s private 
room. 

bric-a-brac (brik’-a-brak). F. Miscellaneous objects of 


art. 

chic (sheek). F. Good form, style. 

clique (kleek—not click). F. A small exclusive set. 

confidante—con-fi-dante’ (con-fi-dahnt’—not danti). F. 
Feminine form of confidant, a bosom friend. 

data—da-ta (day’ta). L. Plural of datum, information, 
or fact. Data, all the available facts or information. 

debonair, or debonaire, or debonnaire—deb-o-nair’ (deb-o- 
nare’). F. Graceful, joyously polite and courteous. 

débris—dé-bris’ (day-bree’—not day’-bree). F. Rubbish, 
or trash. 

demi-tasse—dem’-i-tasse’ (dem-y-tass’—not tassy). F. A 
small (half-sized) cup, as of coffee. 

élite—¢-lite’ (d-leet’). F. A select class of persons. 

en route—(abn root’—not rout). F. On the way — 
traveling, as of passengers. Do not confound this ex- 


pression with the Latin in transit, also on the way, but 
used of merchandise only. 

entrée—en-trée’ (abn-tray’). F. Permission to enter with 
cordial relations. 

e pluribus unum—e-plu’-ri-bus u’-num (ee-plu’-ri-bus 
ew’num). L. From many, one. One of the mottoes 
of the United States, referring to the Union composed 
of many [the original thirteen] governments). 

et cetera—et cet’-er-a. L. And other things, and so 
forth. Sometimes represented by the letters &c. Com- 
monly abbreviated to efc. (Be careful not to transpose 
these letters to ect.) 

et sequens—et se’-quens. L. And the following. Ab- 
breviated to et seq. 

facsimile—fac-sim’-i-le (Four syllables. 

mile.) L. An exact copy; duplicate. 
faux pas (fo pab’). F. A bad blunder; a breach of eti- 
quette, 

geisha—gei’-sha (gay’-sha). J. A Japanese singing and 
dancing girl. 

gratis—gra’-tis. (Pronounce as syllabized.) L. Freely, 
without pay. (The expression “Free gratis for nothing” 
is incorrect. “Gratis” alone is sufficient.) 

hoi polloi—hboi pol-loi’. (Pronounce as syllabized.) Gr. 
The multitude, the “common horde.” See aristoi, the 
“upper crust,” so-called. 

hors de combat—hors de com’-bat (hor de kahn’-bah) 
F. Helpless; unable to fight. 

id est. L. That is; abbreviated to i.e. 

jardiniére—jar-di-niére’ (zhar-dee-nyar’). F. (Feminine 
form of the French word for gardener.) An ornamental 
container for a flower pot. 

mafiana—ma-na’-na (mah-nyah'-nah). S. 
Meaning, not today; some other time. 

mélée—mé-lée’ (may-lay’). F. A kind of mix-up, free- 
for-all fight. 

mezzo—mez’-zo (metz’-zo). I. 
prano. 

naive—na-ive’ (nah-eev’)—two syllables. (Do not say 
either ave, or nive.) F. Frank, artless. Naivete’ (nab- 
eev-a-tay’.) From the same—artlessness, frankness. 

négligé, negligée—nég-li-gé’ (Neg-lee-zhay’). F. Un- 
dress, or looseness of dress. 

passé—pas-sé’ (pas-say). F. Worn out, antiquated. 

pique (peek). F. Offense at some slight. (Never pik.) 

pot pourri—pot pour-ri’ (po poor-ee’). F. A medley. 
prima facie—pri’-ma fa’-ci-e (pri’-ma fa’-shi-ee). L. On 
the very face; at first appearance. 

quasi—qua’-si (kwa-si). L. As it were, resembling. A 
quasi conference, a meeting having the appearance of a 
conference. 

quod vide—quod vi’de (quode vee’-dy). L. Which see, 
a reference. Abbreviation: q.v. 

rendezvous—ren’-dez-vous (rabn’-day-voo). F. A meet- 
ing place. 

répondez, s’il vous plait—ré-pon’-dez, s’il vous plait (ray- 
pon’-day, seel voo play’). F. Reply, if you please. 
Abbreviated to R.S.V.P. 

sehor—se’-nor (say’-nyor). S. Title corresponding to 
Mr. Senora, Mrs. ; 

seriatim—se-ri-a’-tim (see-re-a’-tim—not tum). L. In 
proper order. I will explain the matter to you seriatim. 

sine die—si-ne di-e. (Pronounced as syllabized.) L. With- 
out date. The meeting was adjourned sine die. 

ukulele—u-ku-le’-le (u-ku-lay’-lay). Hawaiian musical 
instrument. 


Not fak’-sim- 


Tomorrow. 


Medium, as mezzo-so- 


The Secretary 
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IDEAL SECRETARY OF THE MONTO 


From humble copyholder to corporation officer in ten years 


Miss Minnette Wooldridge’s diplomacy and efficiency are by-words in the big Burd & 
Fletcher Company. Horatio Alger’s “‘rags to riches” heroes have nothing on this slim, vivacious 
girl who is one of Kansas City’s rising young executives. 


Born—to quote Miss Wooldridge—‘“at a wide place in the road in Audrain County, Mis- 
souri.” She spent the first five years of her life “just growing up” and the next eight (barring 
vacations, of course), at the Little White School House on the corner. She attended High School 
at Auxvasse, Missouri. From there she went to William Woods College at Fulton, Missouri, of 
which school she is a graduate, having majored in mathematics and science. While there, she 
served as assistant in the biology and zoology departments. 


Suddenly her thoughts turned to the business world. What to do? She came to Kansas City 
in December, 1935 (the day after Christmas). She entered the proof room of Burd & Fletcher as 
a copyholder at $17 a week. She had never been in a print shop before; she never had a job 
before (and has never had another one from that eventful day)—in fact all she knew about 
piinting was that it was done on a press! But she set about in her own quiet way to learn every- 
thing she could about the printing business. 


Then came the day when her real ability was recognized by the “big boss,” and Minnette 
was promoted to the “front office” and it wasn’t long before Burd & Fletcher found it had 
the perfect office manager in the person of its former $17 a week copyholder. In 1945 ar- 
rangements were made for her to become a stockholder of the company, and she was elected 
Assistant Secretary and Treasurer. 


Her success as a public relations officer for her company is due, in part, to the fact that 
she has the happy faculty of being a versatile person and capable of adapting herself to any 
situation. Her inherent graciousness and ability to put anyone from bootblack to bank presi- 
dent at ease are also contributing factors to that success. It was said by one of her co-workers 
that she treats the most humble person the same as one of great importance. 


Her hobbies are fishing and cooking. In her “‘younger” years, she played baseball and tennis 
and she loves swimming, but recently “ole man sinus” denies her the real pleasure of this 
sport. 

In June, 1946, Minnette became a member of the Westport Chapter of N.S.A. and has 
proved to be an indispensable cog in that “wheel.” In June, 1947, she was appointed National 
Historian of the National Association. 


When Minnette was asked to state her official duties she replied by saying, “Everything 
that goes with the title, and everything that anyone else doesn’t want to do.” 


She says that one of the most interesting phases of her work is interviewing, employment 
and supervision of office personnel, and the promotion of harmony, efficiency and cooperation 
among them. “It has been my experience,” she says, “that a little tact and diplomacy go a 
long way toward accomplishing this result.” 
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YOUR PERSONALTTY «gc 


By H. ROBINSON SHIPHERD, PH.D., LITT.D. 


Is there in the language a more attractive word than 
“graciousness?” Is there in people a more attractive quality 
than graciousness? 


It means thoughtfulness and consideration for others, 
made vocal in speech, written into letters, put to work in 
action. It is real: the thing itself always carries sincerity; 
a really gracious person never leaves any doubt in your 
mind of the sincerity of his graciousness. 


It is an outwa'd manner—true; but it is the outward 
expression of an inner thoughtfulness. It is like a crystal 
chalice; what it shows you outside, it also shows you 
inside; it is the same all the way through. 

Think over the people you know who really have this 
quality. There may not be many — it’s rarer than it 
ought to be. List their names. List briefly the things 
they say and do that show this quality. These words and 
actions draw you strongly to them, don’t they? 

Graciousness is the outer sign of an inner sympathy that 
is ingrained, instinctive. Sympathy is graciousness hard at 
work, going out and getting things done. Graciousness 
is the fragrance of the sympathetic person at ease, off 
duty, anywhere, everywhere. He may not be at the mo- 
ment actively sympathetic with anyone; but the bus driver, 
the elevator operator, the girl at the ticket window, the 
invisible telephone operator, all meet the same fine, gracious 
treatment. It is the ingrained manner and habit of the 
lady, of the gentleman, who would be the same if wakened 
suddenly from a sound sleep, or in a trance, or intoxicated 
— if such should be; always gracious. 

This beautiful manner recalls the ecclesiastical term, 
“filled with grace.” It means just that — filled and run- 
ning over. It means something deeper than “affable.” You 
could be affable in manner, yet boiling inside. But when 
I speak of you as a gracious person, I mean that you seem 
to me to be showing outwardly a grace (giaciousness) with 
which you are filled within. 

This fine trait must be quiet, though! If it isn’t, it may 
seem gushy, mushy, insincere — and thus turn from some- 
thing fine to something mean. While you’re cultivating 
it — and who among us has as much graciousness as she 
wants; — cynical acquaintances may lift an eyebrow, sus- 
pecting an “ulterior motive.” You may suspect it a bit 


yourself. That is merely a “g.owing pain.” Keep on; 
and gradually you will convince yourself — therefore 
everyone else — that the kindliness you are all the time 


showing is truly the kindliness you are all the time feeling. 
It works that way. Then you will have achieved your 
heart’s desire — tiue graciousness. 


+ * + 


Specifically, how can you go to work to increase this 
trait in your own personality? You know that as it at- 
tracts you to others who show it, it will attract others to 
you. Here are some specific things for you to do. 


1. Hunt for Words.—Make as long a list as you can 
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of the words which suggest graciousness. Here is a start 
on such a list: 
kind, kindly, kindliness, 
affable, affableness, affability, 
agreeable, agreeableness, 
cordial, cordiality, 
warm-hearted, warm-heartedness, 
considerate, considerateness, 
.friendly, friendliness, 
benign, benignant, 
benevolent, benevolence, 
gentle, gentleness, 
winsome, winsomeness, 
radiant, radiance, 
sympathetic, sympathy. 
Keep on adding to this list every day. 

2. Make Sentences about Gracious People-—Start mak- 
ing a variety of sentences with these words and others 
like them—sentences that illustrate and clarify their special 
meaning. For example: 

“He radiated kindliness.” 
“She rose and came toward me with graciousness 
in every movement.” 
“His smile was so friendly that I quite forgot my 
embarrassment.” 
Add a few sentences like these every day — trying new 
ways of describing how these attractive traits show them- 
selves in other people and in you. 

3. Read “The Great Stone Face.”—Look through Haw- 
thorne’s story to see how many words and phrases he used 
to describe this quality, as it showed in the stone face 
on the mountain, and in Ernest. If the copy is your 
own, underline these expressions. Emerson wrote a sen- 
tence that might have been Hawthorne’s thought behind 
that story: “The gods we worship write their names on 
our faces.” 

4. Your Other Reading.—As you read other stories 
and articles, be on the lookout to add to your special col- 
lection of words and phrases and people that make you 
think of graciousness. 

5. Your letters—Study the letters you write, and those 
you receive, to see how their graciousness could be im- 
proved—made clearer, more effective, more winsome. Make 
your own private record of these improvements and re- 
visions. 


* % + 


If you will faithfully and conscientiously work at these 
five suggested methods, you will find your own gracious- 
ness steadily increasing. And — what is more important 
— everyone around you will notice it. 


Remember the rock foundation on which all human 
life and growth builds: “As a man thinketh in his heart, 
so is he.” We grow to look like that we love. This law is 
as sure as the tides of the sea. 


The Secretary 
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gf ARLTAMEN TARY LAW 


AND RULES OF ORDER 
By FRANCES THOMPSON, 
National » Seto we Sand Springs, Oklahoma 
(Continued from last month) 

Second Meeting: At the second meeting, the officers of 
the previous meeting serve until the permanent officers are 
elected. The chairman calls the meeting to order and then 
directs the secretary to read the minutes of the last meet- 
ing. If there is any error in the minutes, it should be 
called to the attention of the secretary, and the chairman 
will direct the secretary to make the correction. The 
chairman then says, “There being no (further) correc- 
tions, the minutes stand approved as read (or as cor- 
rected) .’ 

The chair then announces, as the next business in order, 
the hearing of the report of the committee on the constitu- 
tion and by-laws. The chairman of the committee, after 
being recognized by the chair, says something like this: 
“The committee appointed to draft a constitution and 
by-laws has agreed on the following, and has “directed me 
to report the same and move their adoption.” He then 
reads them, moves their adoption, and hands them to the 
chair. The motion being seconded, the chair says: “It 
has been moved and seconded to adopt the constitution 
and by-laws reported by the committee. The question is 
on the adoption of the constitution, which will now be 
read.” (If considered advisable, this reading may be dis- 
pensed with by general consent, as it has already been 
read by the chairman of the committee.) The constitu- 
tion is then read in toto by the secretary, or by the chair- 
man of the committee, as the chair directs. He then 
reads, or has read, the first paragraph, and asks if there 
are any amendments proposed to this paragraph. When 
through with amending it he says, ““There being no (fur- 
ther) amendments to this paragraph, the next will be read.” 
No vote should be taken on adopting the separate para- 
graphs. He thus proceeds through the entire constitution, 
and then says, ““The whole constitution is now open to 
amendment.” This is the time to insert additional para- 
graphs or make any amendments to the earlier paragraphs 
rendered necessary by changes made in the later ones. 

When the chairman thinks the constitution has been 
modified to suit the wishes of the assembly, he inquires: 
“Are you ready for the question?” If no one wishes to 
speak, he puts the question: “As many as are in favor of 
adopting the constitution as amended say ‘aye’,” and then, 
“As many as are opposed say ‘no’.” He distinctly an- 
nounces the result of the vote. This should never be 
omitted. Only a majority vote is required to adopt a 
constitution of a new organization, or to amend it before 
it is adopted. 

The chairman then states that the constitution having 
been adopted, it will be necessary for those wishing to be- 
come members to sign it (and pay the initiation fees and/or 
dues, if required by the constitution), and a motion may 
be made to take a recess for the signing, if advisable. The 
constitution being signed, no one is permitted to vote 
except those who have signed it and thus have joined the 
society. While the payment of the fees is strictly a pre- 
requisite to the right to vote, it may be waived at this 
meeting with those who are unprepared to make the pay- 
ment or if other arrangements are permissible. 

The recess having expired, the chairman calls the meet- 
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ing to order and says, “The secretary will read the roll 
of members.” This is necessary in order that all may 
know who are entitled to take part in the future proceed- 
ings. Where the group is small and every one has an op- 
portunity to know who the members are, this may not be 
necessary. After the roll has been read, the chair says, 
“The question before the meeting is on the adoption of by- 
laws reported by the committee. The secretary will please 
read them.”’ He then proceeds exactly as in the case of the 
constitution. The motion to adopt the constitution and 
by-laws reported by the committee having been made when 
the committee made its report, no further motion is neces- 
sary. 

After the by-laws are adopted, the chair says, “The next 
business in order is the election of the permanent officers 
of the society.” The by-laws should prescribe the method 
of nomination and election of the officers, and they should 
be strictly complied with. If the by-laws do not prescribe 
the method of nomination, the chair asks, ‘How shall the 
officers be nominated?” and some one may at once move 
that a committee be appointed by the chair to nominate 
the officers. If this motion is adopted, the chair appoints 
the committee, which retires and agrees upon a ticket. The 
meeting may take a recess or may transact other busi- 
ness, as it pleases, during the absence of the committee. 
(It is not necessary, of course, that a nominating com- 
mittee be appointed; nominations may be called for and 
made from the floor for the various officers). When the 
committee returns, as soon as any pending business is dis- 
posed of, the chair calls on the chairman of the com- 
mittee for the report. The chairman of the committee 
reads the list of nominations and hands it to the chair, who 
asks, ““Are there any further nominations?” Any mem- 
ber may now arise and, after addressing the chair, nominate 
any one else for any office, or he may nominate one per- 
son for each office, thus proposing a new ticket. The 
chair announces the nominations as made, and when he 
thinks that no more names will be proposed, he asks, “Are 
there any more nominations?” If there is no response, and 
if the by-laws prescribe that the election shall be by ballot, 
as they usually should, he appoints tellers and directs them 
to distribute blank ballots, upon which each member writes 
the name of each office and the person for whom he votes 
to fill that office. When the ballots are filled out, the 
chair directs the tellers to collect the ballots, which they do. 
The chair then inquires if all have voted who wish to, so 
as to be sure that the tellers have not missed any members. 
When all have voted that wish, he announces that ‘the 
polls are closed,” and the tellers count the ballots, and the 
first one appointed reports the vote.. The chair then an- 
nounces as elected all the candidates who received a ma- 
jority vote. (The voting is not limited to the nominees, 
as every member is at liberty to vote for any member who 
is not declared ineligible by the by-laws.) The temporary 
officers are immediately replaced by the permanent ones 
elected. 

After the offices are filled, if there is business that the 
chair knows requires immediate attention, he should men- 
tion it. Committees should probably be appointed for 
various purposes, as described in the by-laws, and the place 
of regular meetings should be determined. When the work 
to be done at the meeting is concluded, some one should 
move to adjourn. If the motion is carried, the chair an- 
nounces the vote and declares the assembly adjourned, with 
mention of the place and time of the next meeting if there 
can be any question as to this. (To Be Continued) 
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CHAPTE 


EVANSVILLE, INDIANA: Your article on “For- 
warding Mail” in your last bulletin is one which should 
be read and reread by any one employed in a business 
office. Very good. 


ASHEVILLE, NORTH CAROLINA: “The Aconsa” 
tells us you had as guest speaker recently Mrs. Mark Reed, 
Jr., who spoke to you on diction, pronunciation of words 
commonly used in everyday conversation, and word usage. 
A wonderful opportunity to keep abreast of the times. 

ALTOONA, PENNSYLVANIA: Want to “Cut a 
Fine Figure?” Write this chapter for the exercises to “hit 
those spots.” 


JUNCTION CITY, KANSAS: A most pleasant eve- 
ning was spent at the home of Wilma Steinford, where 
this group met for their regular meeting. Following a 
delicious chili supper, Mrs. Lillian Smith, Avon repre- 
sentative, “prettied up” a few of the members’ faces. 

PORTLAND, OREGON: “Telephone Courtesy” was 
the topic of Mr. F. W. Abbet of The Pacific Telephone 
and Telegraph Company, guest speaker at their recent 
meeting. 


KALAMAZOO, MICHIGAN: “If at first you don’t 
succeed, try, try again!” is the slogan of their bowling 
team. At this writing they were tied for second place and 
vying for top honors. Hope your next bulletin tells us 
you “made it.” 


INDEPENDENCE, KANSAS: “The Broadcaster” told 
us prospective members were your guests at the December 
meeting. We know you had a lovely party and hope your 
efforts prove fruitful. 


FORT SMITH, ARKANSAS: Uppermost in our 
minds these days is “Hem Lines.” Miss Nancy Gean, de- 
signer, and at present Fashion Adviser for the Butterick 
Company, Inc., gave this group the benefit of her ideas 
at one of their recent meetings. We'll be watching for 
those “originals.” 


BILLINGS, MONTANA: Coming right along and 
“catching hold” is RIMROCK, one of our newer chapters. 
Your “Yellowstone Yodels” is a wonderful beginning. 


LANSING, MICHIGAN: May we take off our hats 
to TUEBOR Chapter. They received $400 in contribu- 
tions for the “Save The Children Federation.” Who says 
NSA’ers can’t get the job done? 


LAKE CHARLES, LOUISIANA: Congratulations on 
your bulletin staff page. Want to know what it con- 
tains? It gives the date the steamship “Porthole” was 
launched, by whom christened and the place. The NSA 
Fleet Roster is composed of a Captain, Executive Officer, 
Purser, Sparks, Quartermaster, Ships Crew (25 able-bodied 
secretaries), to say nothing of the Port Hole Editor and 
her Assistants. Very clever, indeed. 
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TRINIDAD, COLORADO: Eager to learn all there 
is to know about NSA, several members journeyed to 
Colorado Springs to attend the Regional. Your ‘Whis- 
pers” tell us they had a wonderful time. Again, we say, 
“The more we get together — the happier we'll be!” 


JOHNSTOWN, PENNSYLVANIA: A never-to-be- 
forgotten evening is one recently enjoyed by the “Johnny 
Gems.” Always conscious of our welfare, the talk given 
by Mr. R. C. Wiestling on “Benefits for Women Pro- 
vided by the Social Security Act” was well received. 


WICHITA, KANSAS: Do these girls go from one 
extreme to the other? First they start out with a “Chuck 
Wagon” dinner at Pearle Wannow’s lovely home and 
then wander to Saudi-Arabia to view a delightful techni- 
color picture, “A New Frontier,” courtesy of The Texas 
Company. 

JAMESTOWN, NEW YORK: You said it — we at 
National Headquarters and your members do THINK 
ALIKE. So glad to hear you are continuing with your 
Secretarial Clinic — and by all means send along your 
ideas in furtherance of our National Educational program. 


JACKSON, MISSISSIPPI: And now let us wander 
way down South. Being privileged to listen to good music 
is one thing — but when it is presented by the Belhaven 
College Music Department — that’s super! 


LINCOLN, NEBRASKA: Following the suggestion 
that chapters become interested in civic affairs the “Kor- 
ney Kernels” got busy and engaged Captain Robert E. 
Brittin of the Lincoln Police Department to speak to them 
on the subject of “What We Are Planning for Lincoln 
and Traffic Safety.” Let’s all abide by not only our 
locai safety laws, but those of national. 


OWENSBORO, KENTUCKY: Introducing “Hunt’n 
Peck” — official chapter publication. Will be looking 
forward to your next issues. 


MARION, OHIO: ‘Secs Pecks” has started a series of 
“boss-man” histories. It’s nice to not only learn more 
about our own members, but to become acquainted with 
their employers. 


HASTINGS, NEBRASKA: It doesn’t take long for 
Nebraskans to get into the “swing of things.” Already 
they are publishing a very attractive bulletin and you 
can just bet we'll be hearing a lot about them real soon. 


WHEELING, WEST VIRGINIA: The name of your 
bulletin may be “Office Snooze,” but we never catch “you 
napping. Your publication gets better and better. 


GRAND RAPIDS, MICHIGAN: The contest is over; 
the ‘winnah’ Ordalia Matthews; the bulletin’s name, “Wood 
Turnings.” But let’s not overlook a recent guest speaker, 
Mr. Lee H. Bierce, former secretary of the Chamber of 
Commerce, who spoke on “Opportunities in America.” 





The Secretary 
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KALISPELL, 
MONTANA: In- 
stalled December 1, 
1947, by registrar Claudia 
Smith. Officers: Mrs. Violet 
C. Poor, president; Clara Iverson, vice-president; Mildred 
E. Bahr, corresponding secretary; Mrs. Delia K. Dickerson, 
recording secretary; Helen Nommensen, treasurer. 













RICHMOND, CALIFORNIA: Installed December 3, 
1947, by registrars Edith Martin and Irene Bartholomew. 
Officers: Mrs. Marie T. Kemper, president; Mrs. Reve 
O’Brien, vice-president; Mrs. Ornea Beam, corresponding 
secretary; Mrs. Joyce Clifford, recording secretary; Mary 
Fracchia, treasurer. 

CUMBERLAND, MARYLAND: Installed December 
10, 1947, by registrar Jessie Gilliam. Officers: Helen 
Hardinger, president; Dorothy L. Campbell, vice-president; 
Mrs. Kathryn P. Wilson, corresponding secretary; Wanda 
Lee Hanks, recording secretary; C. Lucille Malin, treasurer. 


STEUBENVILLE, OHIO: Installed December 11, 1947 
by registrar Grace Whitesel. Officers: Mary Maffett, 
president; Mildred Yost, vice-president; Rose Vindish, cor- 
responding secretary; Frances A. Babicz, recording secre- 
tary; Hilda Shawhan, treasurer. 


READING, PENNSYLVANIA: Installed October 1, 
1947 by registrar Dorothy MacPhee. Officers: Mrs. 
Carolyn Coxe, president; Mrs. Natalie Beauliew, vice-presi- 
dent; Catherine Contos, corresponding secretary; Mrs. 
Estelle Heckman, recording secretary; Elizabeth Fidler, 
treasurer. 
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On “Managing Women” 

Women will work their heads off for the man who 
gives them some praise. 

Women are easily discouraged—encourage them and 
keep their spirits up. 

As soon as you put your hand on a woman’s knee she 
no longer works for you—you are thereafter working 
for her. 

Women dislike kidding and nicknames. 

It won’t break your jaw to say “Please” and “Thank 
you,” 

A suspicion of partiality has raised havoc among many 
groups of women workers. 

Women need to be given reassurance they are doing a 
good job. | 

—By Dr. Donald A. Laird, author of ‘The Psycholo- 
gy of Supervising the Working Woman.” 


POLIO RESEARCH NEEDS YOUR SUPPORT 


(Continued from page 2) 

About one-half of those stricken by infantile paralysis 
recover without crippling after effects; 25 to 30% suffer 
minor disabilities; 20 to 25% show marked residual paraly- 
sis, while 5 to 10% die. These percentages, however, vary 
from year to year depending on the virulence of the out- 
breaks. 

Dimes and dollars contributed to the annual MARCH 
OF DIMES are divided equally between the National 
Foundation and its chapters. Each chapter retains half 
the money raised in its community to p:ovide care and 
treatment for infantile paralysis patients in its own area. 
The other half goes to National Headquarters to finance 
a nation-wide program of research, education, and emer- 
gency epidemic aid. 

The 2,735 chapters of the National Foundation serve 
eveiy community in the nation. Your local chapter stands 
ready to serve if polio strikes in your community. 
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The MARCH OF DIMES lasts only a few short days 
from January 15th through the 30th, but the fight against 
infantile paralysis continues through 365 days and nights 
in every year. We should ALL support the MARCH OF 


DIMES. 
(Prepared by Western Missouri Representative Office). 





NATIONAL HEADQUARTERS 
REQUESTS 


THAT Headquarters be notified immediately of change 
of Chapter officers so our records may be brought up to 
date. 

THAT any member transferring from one chapter to 
another secure Membership Transfer Form from Headquar- 
ters. 

THAT each chapter bulletin carry the name and address 
of the editor and her assistants, as well as the publication’s 
name and name of the city. 

THAT Headquarters be notified immediately of any 
change of address, or change in name. 

THAT more chapters in all Districts send copies of your 
bulletins to Headquarters so you may be recognized in 
The Secretary. 

THAT all material requested to be used in The Secretary 
be forwarded to Headquarters not later than the tenth day 
of each month. 

THAT all chapters forward their entries for CODE OF 
ETHICS, CREED and COLLECT to National Headquar- 
ters immediately so the National Committee will be given 
amp!e time to consider the same before presentation at the 
June, 1948, Convention. 

THAT each member renew her membership in National 
immediately upon receipt of statement to avoid being 
placed on the inactive list and to avoid payment of rein- 
statement fee. 

THAT each chapter forward to our National Historian 
a copy of their bulletin, together with photographs and 
newspaper publicity to assist her in preparing the National 
Scrapbook. 
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REGIONAL MEETINGS 


(Continued from page 7) 


ber who attended the meetings brought back to their Chap- 
ters a full realization of the importance of N.S.A. and 
its three-fold program of elevating the standards of the 
secretarial profession, providing educational benefits, and 
sponsoring social and civic activities in each Chapter’s com- 
munity. Also, at these meetings all misunderstandings 
and misrepresentations of the aims and purposes of N. S. A. 
were brought to light and a thorough understanding de- 
veloped. 

Due to the enthusiasm developed at these Regional meet- 
ings, and the desire of the members to meet and know 
what the other chapters are doing, and to obtain more 
working knowledge of the overall N. S. A., it was decided 
to have a Northeastern District meeting. This District 
meeting will be held in Cleveland, Ohio, at the Hotel 
Statler, on February 21-22, 1948, with the Forest City 
Chapter of Cleveland as Host Chapter. Every member of 
every Chapter in the Northeastern District is invited to 
attend this District meeting. 

Miss Ann Tobin, 1352 East 114th Street, Cleveland 6, 
Ohio, requests that you get your reservations in im- 
mediately so they will know how many to plan for. The 
Registration Fee is $10.00. 

In July of 1947 there were 65 Chapters in nine of the 
14 states in the Northeastern District. At the present 
writing there are 80 Chapters in this District of which 53 
Chapters were represented at the Regional Meetings. We 
hope to have representatives of all 80 Chapters at the 
District meeting in Cleveland in February. 

Region No. 1 meeting was held in Buffalo, New York 
on September 27 and 28 with the Buffalo Chapter as Host 
Chapter. Fifteen Chapters were represented with 73 mem- 
bers in attendance. 

Region No. 2 meeting was held in Detroit, Michigan 
on October 17 and 18, with the Transcript Chapter of 
Detroit as Host Chapter. Seventeen Chapters were repre- 
sented with 55 members in attendance. 

Region No. 3 meeting was held at the Sherman Hotel 
in Chicago, Illinois on November 7 and 8, with the Lake 
Shore Chapter of Chicago, as Host Chapter. Twelve Chap- 
ters were represented with 47 members in attendance. 

Region No. 4 meeting was held at the Gibson Hotel in 
Cincinnati, Ohio on November 22 and 23, with the Cin- 
cinnati Chapter and the Rookwood Chapter of Cincinnati 
as Host Chapters. Nine Chapters were represented with 
56 members in attendance. 

The other National Officers and myself want to take 
this opportunity to thank the Host Chapters and their 
members for their hard work in making all the arrange- 
ments for these Regional Meetings, and providing every 
pleasure and comfort for the out-of-town members, and 
making it possible for the National Officers to bring Na- 
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tional N. S. A. to the Chapters. We also want to thank 
the members of the Chapters who attended these Regional 
meetings for their splendid cooperation and for the grand 
reports they brought back to their Chapters. 

I also want to thank our Executive Secretary, Clara B. 
Krueger, for her splendid support and cooperation in keep- 
ing me supplied with all necessary information for these 
Regional meetings and following through on _ necessary 
matters brought to light at these Regional meetings. 

I cannot close this report without special thanks to the 
Chapters and the members for the grand way they re- 
ceived me and provided for my comfort at these Regional 
meetings, and a great big thanks for the splendid way the 
Chapters have cooperated with Headquarters and myself 
since N. S. A. has been brought to them through these 
Regional meetings. 





NORTHWESTERN DISTRICT 
by Karn Marie Hansen 
Northwestern Vice-President 

The four Regional meetings that have been held in the 
Northwestern District this fall have been most enthusiastic, 
and have been an inspiration to me as well as to all the 
members who attended them. They have given us a better 
understanding of the scope and possibilities of the Na- 
tional Secretaries Association, and have fired all of us 
with an even greater enthusiasm for the organization. 

The first Regional meeting was held in Spokane, Wash- 
ington, over the Labor Day weekend. Fifty members at- 
tended the various functions arranged by the Spokane 
Chapter in the famous Davenport Hotel. Although most 
of the Chapters in this area are less than a year old, there 
were representatives present from Seattle, Olympia, Yakima, 
Bellingham and Spokane, Washington; Portland and Salem, 
Oregon; Butte, Montana; and Salt Lake City, Utah. 

Sixty-five members attended the second Regional meet- 
ing held in Minneapolis, Minnesota, September 27 and 28, 
at the Radisson Hotel. Although we all had to wear 
waterwings to get around, it was a most successful meet- 
ing in spite of the un-cooperative weatherman. The 
Chapters represented were Duluth, Winona, St. Paul and 
Minneapolis, Minnesota; and Fargo, North Dakota. 

The largest of the meetings was held in Omaha, 
Nebraska, on October 18 and 19, where over 100 mem- 
bers turned out representing Lincoln, Grand Island, and 
Omaha, Nebraska; Sioux Falls and Yankton, South Da- 
kota; and Mason City, Waterloo, Sioux City, Council 
Bluffs, Des Moines, Iowa City, Cedar Rapids, Davenport, 
and Fort Dodge, Iowa. As you may well imagine, the 
theme song here was practically, ‘““We’re from Ioway!” 

Last, but by no means least, the Regional meeting of 
the Rocky Mountain group was held in Colorado Springs, 
Colorado, on November 1 and 2, at the fabulous Broad- 
moor Hotel. Seventy-five members attended this get-to- 
gether, representing Casper and Laramie, Wyoming; Ogden, 
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Provo and Salt Lake City, Utah; and Denver, Fort Collins, 
Grand Junction, Greeley, Trinidad and Colorado Springs, 
Colorado. We certainly were taken out of our work-a-day 
world in this beautiful spot, and only wish we could have 
stayed longer. 

Fine programs were arranged at all of these meetings 
for the entertainment of the visiting members, and the 
hostess chapter in each instance did an outstanding job of 
planning and preparing every little detail. Anyone would 
think that our N.S.A. members were accustomed to han- 
dling such gatherings every day, they all went off so 
smoothly. 

The business sessions at each of these Regional meetings 
gave us the true picture of what our N.S.A. has come to 
mean to its present members, and how much more each 
one of them is going to make it mean in the future. With 
the loyalty and enthusiasm displayed at these sessions, there 
is no goal which N.S.A. cannot achieve. 











NSA Vacation Resorts 


At these renowned resorts attractive discounts of 
10% to 25% have been arranged for all secretaries 
wearing the NSA emblem or presenting an NSA 
membership card. 

MARSHDALE LODGE 
Evergreen, Colorado 
VILLA D’ESTE HOTEL 
Miami, Florida 
TARRYALL RIVER RANCH 
Manitou Springs, Colorado 
OLD HEARST RANCH 
Pleasanton, California 
HOTEL PILGRIM 
Plymouth, Massachusetts 
NOISY WATER LODGE 
Ruidoso, New Mexico 
BELLA VISTA 
Bella Vista, Arkansas 
HOTEL DE LAS AMERICAS 
Acapulco, Mexico 
THE TOWN HOUSE 
Hot Springs, Arkansas 
LAZY RAY RANCH 
Jemez Springs, New Mexico 
THE TRADING POST 
Allenspark, Colorado 
CM QUARTER CIRCLE RANCH 
Kalispell, Montana 
THE LODGE 
Cloudcroft, New Mexico 
YARMOUTH TAVERN 
Yarmouthport, Massachusetts 
LOMA LINDA LODGE 
arren, Arizona 
P B LAZY DUDE RANCH 
Beehive, Montana 
DENTON’S MOUNTAIN INN 
Soquel, California 
SAGAMORE LODGE 
Sagamore Beach, Massachusetts 
MI CASA 
La Luz, New Mexico 
HOTEL DEL CAMINO 
Laguna Beach, California 
HOTEL VICTORIA 
Taxco, Mexico 
MC CARTHY GUEST RANCH 
Victorville, California 
F K BAR GUEST RANCH 
Wickenburg, Arizona 
LAGONITA LODGE 
Big Bear Lake, California 
LUCKY G J RANCH 
Gypsum, Colorado 
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SOUTHWESTERN DISTRICT 

Mrs. Charlotte Allbert, Southwestern Vice-President, 
regrets that due to illness she was unable to prepare her 
report on Regional meetings for publication in this issue. 
Mrs, Allbert has been seriously ill and confined to the 
hospital for several weeks. To her go our best wishes for 
a speedy and complete recovery. 


President Gadelman was in Wichita, Kansas, October 12, 
1947, to attend a Regional meeting of N.S.A. Invited 
to serve as guest Club Editor of The Wichita Beacon, 
Miss Gadelman responded and presented her personal views 
on the challenge modern career women are facing in today’s 
changing world. 

“Today, more than ever before, all ages are organized 
for efficiency — organized to get the job done. 

One of our world leaders, Carrie Chapman Catt, said 
we need 5,000,000 organized women to expedite peace. 

We had proof during war days that when it was neces- 
sary to get something important done — women working 
side by side with men helped to expedite the victory, what- 
ever it was. 

Since all groups are made up of individuals, then we 
must as individuals control our dreaming, our thinking, 
our talking, our action; then as groups, we will begin to 
express greater influence for the good of all. 

May we challenge ourselves as individuals, because of 
our God-nature, to express to each other that respect and 
kindness and honesty and sincerity, that all of us appreciate 
when we are on the receiving end of it. 

Science says all life has a related meaning — alone it is a 
destroyer of good; with others, it is a builder of good. 

So to all women groups, let us unite as builders of peace. 

An unknown writer once wrote: “I shall pass through 
this world but once. Any good, therefore, that I can do, 
or any kindness that I can show, to any human being, let 
me do it now. Let me not defer it or neglect it, for I 
shall not pass this way again!” 


Book Keuleu (Continued from page 5) 


the mighty statue of THE WOMAN who holds a torch 
aloft. In the night she stood, enwrapped in an aura of 
magnificence and light, of pride and compassion, and a 
light cascaded dimly over the letters of the message that 
was this woman’s soul . . . the message that is the symbol 
of hope for all the oppressed . . . “Give me your tired, 
your poor, your huddled masses, yearning to breathe free 

. . the wretched refuse of your teeming shores. Send 
these, the homeless, tempest tossed to me... ” But for 
Daniel there was no haven of safety, no hope, no future 
. . . for he was dead. 





To tell you moze of this moving story would spoil it 
for you, but this is an American novel, giving a message 
to those without hope, and a message to all Americans... 


YE MUST NOT HARDEN YOUR HEARTS AGAINST 
THE DANIELS AND KATINAS OF THIS WORLD! 
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Ada, Oklahoma 
Akron, Ohio 
Albany, New York 
Albuquerque, N. Mexico 
Alexandria, Louisiana 
Alton, Illinois 
Allentown, Pennsylvania 
Altoona, Pennsylvania 
Amarillo, Texas 
Anderson, Indiana 

nn Arbor, Michigan 
Ardmore, Oklahoma 
Asheville, North Carolina 
Aurora, Illinois 
Austin, Texas 
Bakersfield, California 
Baltimore, Maryland 
Baton Rouge, Louisiana 
Battle Creek, Michigan 
Bay City, Michigan 
Bellingham, Washington 
Big Spring, Texas 
Billings, Montana 
Bloomington, Illinois 
Boise, Idaho 
Boston, Massachusetts 
Boulder, Colorado 
Buffalo, New York 
Burbank, California 
Butte, Montana 
Canton, Ohio 
Cape Girardeau, Mo. 
Casper, Wyoming 
Cedar Rapids, Iowa 
Champaign, Illinois 
Chanute, Kansas 
Charleston, West Virginia 
Charlotte, North Carolina 
Chicago, Illinois 
Chickasha, Oklahoma 
Cincinnati, Ohio 
Cleveland, Ohio 
Coffeyville, Kansas 
Colorado _—— Colorado 
Columbia, Missouri 
Columbus, Ohio 
Corpus Christi, Texas 
Coeur d’Alene, Idaho 
Council Bluffs, lowa 
Cumberland, Maryland 
Dallas, Texas 
Davenport, Iowa 
Dayton, Ohio 
Decatur, Illinois 
Denver, Colorado 


Des Moines, Iowa 
Detroit, Michigan 
Dodge City, Kansas 
Duluth, Minnesota 
Eau Claire, Wisconsin 
El Centro, California 
Paso, Texas 
Emporia, Kansas 
Enid, Oklahoma 
Erie, Pennsylvania 
Evanston, Illinois 
Evansville, Indiana 
Everett, Washington 
Fargo, North Dakota 
Flint, Michigan 
Fort Dodge, Iowa 
Fort Wayne, Indiana 
Frankfort, Kentucky 
Fresno, California 
Ft. Collins, Colorado 
Ft. Smith, Arkansas 
Galesburg, Illinois 
Galveston, Texas 
Gary, Indiana 
Grand Island, Nebraska 
Grand Junction, Colorado 
Grand Rapids, Michigan 
Greeley, Colorado 
Hagerstown, Maryland 
Hammond, Indiana 
Harrisburg, Pennsylvania 
Hartford, Connecticut 
Hastings, Nebraska 
Huntington, West Virginia 
Idaho Falls, Idaho 
Independence, Kansas 
Independence, Missouri 
Indianapolis, Indiana 
Iowa City, Iowa 
jackson, Michigan 
Jackson, Mississippi 
Jacksonville, Illinois 
Jamestown, New York 
Jefferson City, Mo. 
ohnstown, Pennsylvania 
Kalamazoo, Michigan 
Junction City, Kansas 
Kalispell, Montana 
Kankakee, Illinois 
Kansas City, Missouri 
Kokomo, Indiana 
La Crosse, Wisconsin 
Lafayette, Indiana 
Lake Charles, Louisiana 
Lancaster, Pennsylvania 





Lansing, Michigan 
Laramie, Wyoming 
Lawrence, Kansas 
Lawton, Oklahoma 
Lewiston, Idaho 
Lexington, Kentucky 
Lima, Ohio 

Lincoln, Nebraska 

Little Rock, Arkansas 
Logan, Utah 

Long Beach, California 
Los Angeles, Califorma 
Lubbock, Texas 
Manhattan, Kansas 
Mankato, Minnesota 
Mansfield, Ohio 

Marion, Ohio 

Mason City, Iowa 
McAlester, Okiahoma 
Miami, Florida 

Michigan City, Indiana 
Milwaukee, Wisconsin 
Minneapolis, Minnesota 
Mobile, Alabama 
Monroe, Louisiana 
Muncie, Indiana 
Muskogee, Oklahoma 
Muskegon, Michigan 
Nampa, Idaho 

New Britain, Connecticut 
New Castle, Pennsylvania 
New Haven, Connecticut 
New Orleans, Louisiana 
Niagara Falls, New York 
North Platte, Nebraska 
Oakland, California 
Ogden, Utah 

Oklahoma City, Oklahoma 
Okmulgee, Oklahoma 
Olympia, Washington 
Omaha, Nebraska 
Orange, Texas 
Ottumwa, Iowa 
Owensboro, Kentucky 
Paducah, Kentucky 

Palo Alto, California 
Pampa, Texas 

Parsons, Kansas 
Pensacola, Florida 
Peoria, Illinois 

Phoenix, Arizona 

Pine Bluff, Arkansas 
Pittsburgh, Pennsylvania 
Pocatello, Idaho 

Pontiac, Michigan 

Port Arthur, Texas 
Portland, Oregon 
Portsmouth, Ohio 

Provo, Utah 

Pueblo, Colorado 
Quincy, Illinois 

Raleigh, North Carolina 
Rapid City, South Dakota 
Redwood City, California 


Reading, Pennsylvania 
Reno Nevada 

Richmond, California 
Richmond, Indiana 
Riverside, California 
Rochester, Minnesota 
Rochester, New York 
Sacramento, California 
Saginaw, Michigan 
Salem, Oregon 

Salina, Kansas 

Salt Lake City, Utah 

San Angelo, Texas 

San Antonio, Texas 

San Bernardino, California 
San Diego, California 
San Francisco, California 
San Jose, California 

San Luis Obispo, California 
San Pedro, California 
Santa Barbara, California 
Santa Fe, New Mexico 
Santa Rosa, California 
Seattle, Washington 
Shawnee, Oklahoma 
Shreveport, Louisiana 
Sioux City, Iowa 

Sioux Falls, South Dakota 
South Bend, Indiana 
Spokane, Washington 
Springfield, Missouri 
Springfield, Ohio 

St. Louis, Missouri 

St. Paul, Minnesota 
Steubenville, Ohio 
Stockton, California 
Svracuse, New York 
Tacoma, Washington 
Tampa, Florida 

Terre Haute, Indiana 
Texarkana, (Arkansas-Texas) 
Toledo, Ohio 

Topeka, Kansas 

Trinidad, Colorado 
Tucson, Arizona 

Tulsa, Oklahoma 

Twin Falls, Idaho 
Ventura, California 
Vallejo, California 
Vicksburg, Mississippi 
Warren, Ohio 
Washington, D. C. 
Waterloo, Iowa 
Wenatchee, Washington 
Wheeling, West Virginia 
Wichita, Kansas 

Wichita Falls, Texas 
Wilkes-Barre, Pennsylvania 
Winona, Minnesota 
Winston-Salem, North Carolina 
Yakima, Washington 
Yankton, South Dakota 
York, Pennsylvania 
Youngstown, Ohio 














